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:&PPL!CATION FOR RECORDS DIS”OSIT'lON STANDARD

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Dwnsnon

3. Dept , Division, Subxlivision & Administering Ofiice Addréss i FOR RECORDS MANAGEMENT DIVISION USE
' Dan Received Application No. ‘Dave Complered

Department of Finance and Administration .
epart . APR 1919797q_q7 APR 25 1979

Division of Contracts and Procurement
3401 Brown's Mill Road SE

| 1. Application T2 Dept. Application No.
| Atlanta, Ga. 30354 -
4, Person to Contact ' T 5. Working Title_ﬁan ager o £ 6. Telephone Number )
| 'william C. Carlisle L Bus Purchasing .| 363- 3147 N
7 Action Fieques!ed _ ’
. bﬂ Establish Retention Schedule: record \*ill continue to accumulate,
b, [ Dispose of present accumulation; no further accumulation anticipated. )
¢. [ Amend Application No. _ — - Check One: [ Change: [0 Supercede; [ Void
8 Dates of Series 9. Records Series Title (followed by title used in office; if different) ) o

Earhest Latest

1976 | Present Operational Purchase Orders - Local

10. Division and Otfice Function What is the function of the Divi;ian and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the pu;chase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodlc review. ‘

11. Record Series Description This file contains the followmq dﬂcuments linclude form numbers and titles, if any):
.. Attach samples of the file.
| Documents relating to: Obtaining quotes, 1ssu1ng purchase orders to vendors for
§ operational items under $100, and logging purchase orders
| ‘ issued.
‘ Included are:

| ) Procurement copies of purchase orders; quote sheets; and
| Local Purchase Order Report.

File is arranged: Numerically by Purchase Order Number.
12. Monthly Reference Rate  How often are records referred to which are: - ' Rt
20-25 : 5-10 Thi 0-5
Onetosikmonthsodd _ =Y =~ | Seven 10 twelve months oid e ; Thirteen 10 twenty-four months old . :

twenty-five months and older __.Oﬁ____‘_.. ?

13. Annual Rate of Accumutlation of Records -’

“8 feet . _

Lettersizedrawers ;| egalsize drawers - — e ; Shelves - - ; Other {specify)

3012 (3/76)




g oL .‘“‘
NO | 14. Questionnaire (Place an "'X* infthe proper column)

YES ) ]
| a. Is this the official cobv of the series? o o ' o ST
1 x If not, where is it? ‘ F P - )
h. Does the series contain conhdenuul mlormalmn r8guiring security handlmq?' If yes, cite law or regulauon
X 1 o — N Py k._; e m e e e e o e+ i
| lx c. Isthisay vital record’ e o ]
X d !')m“ |I||§ s hobvn hlﬁllllll o lone e oasearch v.nhw’
X o When ane on two don st e e Ble ke of necessary (o kesspr dbie entie Tile Tow ot pernad] code]d iese dosunients He
i 1 scheduled separately? L ‘ '

X i, Is the information contamed in this series ever published? {f yes, attdch copy.
T
W g. is the information cnntamed in this series ever analyzed and/or recorded in a summarized report7

L X | j__._ _IMyesamacheopy. 7,031 Purchase QOrder. Report — , _

h. Is therea duphcatnon of this series in your office, or in another office or agency?

? - .
x 1 It ves, where? : : -

i. |Is this series (ora ma;or par’ton of n} regularly mlcrohlmed? ' - ' B

i- Does the record sernes result ina computer printout?

f— -

15.

16,

Retentlon Fieqmrements The followmg requtres the series to be kept

a. State Law ——— . Years, d. Audit peried 1,W3_* years,
b. Statute of limitation o years, e. Administrative need —_ e years.
c. Federal law e . YearS, ' f. Federal retention instructions —_—————____ years.

Attach copy or excert of laws or regulations. Explain administrative need.

Approved Disposition Instructions Thas agency recommends !hal the fule series be cut off at 1the end of each:

¥! calendar Year; 1] Fiscal Year; [I) Other — e

Hold in the current filesarea _________ _month{s) ___ _ON€ _ year(s); then
D Transfer to Iocal holding area; hold e ——— year{s); then

® Transfer to &il%emer hold ___two  yearls); Ihen

[3 Destroy. .

() Transfer 10 State Archwes tor parmanent retention.

L] Other {Specify)

These instructions apply to all prior and future accumulations of the series.

{Indicate briefly rationale for recommendations above/or write additional remarks):
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'APPROVALS

Ap

proved  Department Records Managemem Officer Date ] App[ovr W
erovad 7 Divis - / - ~ ] pprov Audiy | o / 76? )
~/7// A/7¢

-2%79

%\:oﬂ Dma?\ment of Archives and Zmorv Date

A_pprovod T MARTA Management Advisory Committes Date




